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Dr. Angela Vietto
581-6293 / arvietto@eiu.edu
Office: 3345 Coleman Hall
Mailbox: 3155 Coleman Hall
Office hours: Tuesday 1 :30-3, Thursday 10-12, and by appointment

Objectives

The primary objective of this course is to improve your ability to communicate complex
information in an audience-centered way.
Achieving that objective requires developing your skills and knowledge in a number of specific
areas: the writing process, research techniques, visual aids, document design, organization of
textual and visual elements, and clear, correct, and concise prose writing.

Text

Anderson, Technical Communication: A Reader-Centered Approach, 4th ed.

Other
Required
Materials

an email account (EIU or web-based) that you check regularly
two 3.5-inch diskettes devoted to this course and labeled with your name and our course number
userid and password for EIU email account
(!Vote: 1. You are NOT required to use the EIU accountfor email. 2. lfyou haven't used this account since last
academicyear, yourpassword was changed !:ry ITS last semester. lfyou don't knowyour ID and currentpassword, you
can obtain them using PAWS.)

Web Site

http://www.ux1.eiu.edu/-cfarv/3005.html
The class web site contains the information provided in this syllabus, detailed explanations of
assignments, and links to resources. In addition, a class list and other information will be added later
in the semester. I strongly recommend that you add this site to "Favorites" if you use Internet
Explorer, or "bookmark" it if you use Netscape.

Class
Format

This class will meet in a computer classroom every other week. You will also need to have
regular access outside the classroom to a computer with word processing software, a Netscape
browser, and WS_FTP-all of which are available in the on-campus computer labs. If computer
access is likely to be a problem for you, please talk with me as soon as possible. The ability to
make technology work for you as a communication tool is central to this course.
In addition, if you feel uncomfortable with the level of computer use required by this course,
please talk with me as soon as possible. I am available to help you develop the necessary skills.

Academic
Honesty

Dishonesty of any sort in this course can result in a failing grade for the course and a
report to Judicial Affairs.

Disability
Information

If you have a documented disability and wish to receive academic accommodation,
please contact the Office of Disability Services (581-6583) as soon as possible.

Projects
and Grades

Unit One: Principles of Technical Communication
Homework Assignments
Quizzes

200 points
100 points

Unit Two: Your Technical Communication Skills and Needs
Reflective Essay
Field Research Report
Portfolio Proposal

100 points
100 points
100 points

Unit Three: Technical Communication Portfolio (self-designed)

400 points

Final Grading Scale:
A
B

c

D
F

Attendance

I strongly encourage you to attend every class session. However, there is no section of the
overall course grade devoted to attendance. Although I will not be deducting points for missed
classes, the following policies apply to absences (excused or unexcused) from this course:

•

•
•

Deadlines

900-1000 points
800-899 points
700-799 points
600-699 points
599 points and below

If you miss class for any reason on a day when an assignment is due, you are responsible
for making sure the project gets to me by the time class begins, or requesting an extension
before class begins. (See the policy on deadlines.) Exceptions will be made only in cases of
serious, unforeseeable, and unavoidable emergencies.
Missed quizzes must be made up within one week.
If you miss a scheduled individual conference, you must contact me to reschedule; if you
skip a scheduled individual conference without rescheduling, I may deduct up to 50 points
from your overall course grade.

In writing for "real" purposes, deadlines count. In this course, then, deadlines count. The
following policies may seem complex, but you can avoid having to deal with them by turning
work in when it is due or, if you absolutely cannot make a deadline, requesting an extension
before the deadline.
1. Reasonable extensions to announced deadlines will be granted provided that you request the
extension in writing (paper or email) before the deadline arrives.
2. No extensions will be granted after an announced deadline arrives.
3. If you miss a deadline without having requested an extension, you can turn the project in for
partial credit; 10% of the value of the project will be deducted for each calendar day (NOT
day of class) that the project is late (so, after 10 calendar days, no credit will be granted).

English
Department
Statement on
Plagiarism

"Any teacher who discovers an act of plagiarism-'The appropriation or imitation of the
language, ideas, and/ or thoughts of another author, and representation of them as one's original
work'(Random House Dictionary ofthe English Linguage)-has the right and the responsibility
to impose upon the guilty student an appropriate penalty, up to and including immediate
assignments, of a grade of F for the assigned essay and a grade of F for the course, and to report
the incident to the Judicial Affairs Office."

Overview of Course Schedule
A more detailed schedule of assignments will be distributed during the first week of class.

Unit One: Principles of Technical Communication
Monday, January 13-Wednesday, February 12
Regular readings, homework assignments, and quizzes on a variety of issues related to technical communication will
structure this part of the course.
We will meet, on alternate weeks, in room 3130 and the English Technology Integrated Classroom next door in
room 3120.

Unit Two: Your Technical Communication Needs
Monday, February 17-Friday, March 7
You will complete three assignments. The first two will allow you to identify what technical communication skills
you are most in need of, based on your career plans and current skill levels. The third assignment will be the
development of a plan for a unit of study that will allow you to focus on the specific skills you most need to
enhance. This proposal must meet certain requirements that I will establish and must be approved by me before
you begin your final project.
During this unit, class will meet less regularly; lab time will be available from 8-9 a.m. and 10-11 a.m. during weeks
we are scheduled for the lab, for you to use to work on these projects and ask questions; in addition, we will meet
one-on-one at least once during this unit.

Unit Three: Individual Technical Communication Portfolio
Monday, March 17-Thursday, May 8
During this unit, you will work independently on the projects you planned in Unit Two (in consultation with me).
During the weeks we are scheduled to be in the lab, lab time will be available from 8-9 a.m. and 10-11 a.m. (fhis is
a wonderful way to keep yourself making progress, and you can get help from me or from classmates as you work.)
On weeks we are not scheduled for the lab, there will be no regular class meetings, but you will meet with me once
during the week to discuss progress, problems, and questions.
One final homework assignment (a progress report on the communication portfolio) will be due in class on the last
day of class, Friday, May 2. Your portfolio will be due in my mailbox or in my hand by 4 p.m. on Thursday, May 8
(the day we would normally have had a final exam).

